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Herding Cats: Managing
with Electronic
Documents

Part 1 — Electronic File Management

How a better organized computer and email in-box can
help you save time, money and paper

In this first module in the Managing Electronic Documents series, we examine Windows
Explorer, your computer’s filing cabinet. You will learn how to use Explorer to create, copy,
move and edit folders and files. Additional tips are also given on creating shortcuts and
accessing shared drive materials.
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Introduction

11,000 is the approximate number of City of Seattle employees (regular, part-time,

intern and temp)

e If everyone prints just one email a day...
- 11,000 sheets x 5 = 55,000 sheets a week

- 55,000 x 52 weeks = 2,860,000 sheets a year
- That's 5720 reams. This is more paper than the Legislative Dept.,
Personnel, and the Dept. of Neighborhoods combined.
= Bottom-line: If everyone can print one less page per day, the City will save
nearly 3 million sheets — that's more than 1.5 Space Needles! (953 ft. to be

exact)

What are bytes?

Computer files (e.g. mydocument.doc; myspreadsheet.xls, etc.) and applications
(Word, Excel, even Windows XP operating system) are measured in terms of bytes.
First there were kilobytes, then megabytes and now gigabytes and terabytes. Each
unit is roughly 1,000 of the unit below it, but not quite. Here’s how it breaks down:

1 kilobyte (KB) = 1,024 bytes

1 megabyte (MB) = 1,024 kilobytes (1,048,576 bytes)
1 gigabyte (GB) = 1,024 megabytes (1,048,576 kilobytes)

Real life examples:

How Many Bytes for Anything (from the University of California at Berkeley)

Information object

IHow many bytes

|A binary decision

1 bit

A single text character 1 byte

|A typical text word |1O bytes

|A typewritten page |2 kilobyte s ( KB s)
|A low-resolution photograph 1100 kilobytes

|A short novel

|1 megabyte ( MB)

|The contents of a 3.5 inch floppy disk

|1.44 megabytes

|A high-resolution photograph

2 megabytes

The complete works of Shakespeare

|5 megabytes

|A minute of high-fidelity sound

|1O megabytes

|One meter (or close to a yard) of shelved books

1100 megabytes

|The contents of a CD-ROM

|500 megabytes

|The contents of a DVD

|17 gigabytes

|A collection of the works of Beethoven

20 gigabytes

A library floor of academic journals

|1OO gigabytes

|50,000 trees made into paper and printed

|1 terabyte (TB)
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Electronic Documents

An electronic document is any document that can be created, stored, manipulated or accessed
electronically. Examples of electronic documents include:

Text/Office documents (small; usually under 250 KB)
) text  ™lword =lExcel P ppr

Images or photos (medium size; 200 KB — 2500 KB; usually under 5 MB)

E‘:l iPg l:] gif Ij bmp

Audio or Video (large; upwards of 10- 50 MB )

C".\.'] mp3 [9 mpg [9 wmyv

BENEFITS
[Can be] Easier and quicker to find - ~
[Can be] Easier to send ‘ Thumb drive;
Readily portable, easy to save | / Flash Drive;
o Flash drives/Thumb drives/ : Key Drive

portable storage crurern. sou [

o CDsorDVDs
Saves trees and water resources
Uses Less Paper

iPods can also store
data (this one 30GB)

PITFALLS

Hard to find

Hard to read
Formatting issues
Storage issues
Can print poorly
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Windows Explorer

Windows Explorer is an application that is part of modern versions of the Microsoft Windows
operating system that provides a graphical user interface for accessing the file systems. In
layman’s terms: Windows Explorer is your computer’s filing cabinet.

Source: http://en.wikipedia.org/wiki/Windows Explorer

OPENING WINDOWS EXPLORER

1. Right click on the Start Menu in the

lower left of your computer’s toolbar Explore

2. Select Explore

3. The next screen you see is
Windows Explorer (My Computer)

Search..,

B Scan for viruses, ..
Properties

$5tart| =4 >

o My Computer

File Edit ‘iew Fawvorikes Tools Help

ﬂ 314 Floppy (AL

% Local Disk (i2:)

% Local Disk (D:)

i4 DVDJCD-RW Drive (E:)

% 3 Gazind on "Spuhome-syriHome' (H:)
ig Camman on 'Spucammon-syr' (1:)
:g Apps on ‘Appspool-swr' (M)

2% Public on 'Spurwcl|Sys' (¥
;ﬁ Archive on ‘Archivepaool-swr' (Z:)
{} Control Panel

‘-3 My Metwork Places
& Recycle Bin

@ Application Explorer
1) images

Dena Gazin

J Back ~ \_J - .ﬁ ‘ /-.- ) Search IL: Folders -
Address I i My Computer
Falders Mame I Tvpe I Total Size I Free Space I
@ Deskkop Hard Disk Drives
“3 5 e Local Disk (C:) Local Disk 13.3 GB £.54 GB
; “a® Local Disk (D) Local Disk. 24.8 GB 23.5GE

Devices with Removable Storage

&31}; Floppy (8:) 314-Inch Floppy Disk,
ADVD!CD—RW Drive (E:) D Drive

Metwork Drives

S Gazind on 'Spuhome-sv. .. Metwork Drive 50,0 MB 17.3 MB
‘éﬁCDmmon on "Spucomm...  Metwork Drive 632 GB 121 GB
E.ﬁ.pps on ‘Appspool-svr'... Metwork Drive 45.9 G5B £.99 5B
;‘gPuinc on "Spurwcd1is...  Metwork Drive 31.1 GE 16.8 GB
S8 Archive on ‘Archivepoo,.,  Metwork Drive 50,0 MB 21.2 MB
50f 17 12/18/06
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Keyboard shortcut
ECEOOOOE=) EEE
[T XL X XY )

.
o e 7=

11
{iEn
if

To quickly open Windows Explorer -
from any application, simply hold AW AEE
down the windows key (next to the T O Tl il e
Ctrl key) and press + E —]LIU[—[—I'—}—LL-H_—;]UUJJ

W
8

j W

o O i EncmiaEs
Shortcut: WINKEY + E C ) =

Ll
|
&
L)
()
L)
H
C)
C)
()
=)
.ﬁl
EEEEE
mlE
i)

TOOLBARS
Sample shot from Windows Explorer toolbar

Title Bar

&% 1.\ CustSery'WS393" Public\PaperCuts

i *+— Menu Toolbar
Address File Edit ‘“iew Favorites Tools Help

Toolbar @Back - -\_J - ? j_l‘Sea'ch |1|_ Folders |"\{

Standard

N Address |._‘l I\ CustServiws3931PubliciPaper Cuts Buttons Toolbar

Helpful tip! Instead of sending a co-worker a copy of the document you are working on; send
the address of the location instead! Just cut and paste the location from Windows Explorer into
the text of your email. Create one more backslash and then type in the document name.
Example: J:\\CustSer\\WS393\Public\PaperCuts\myreport.doc

FOLDER BUTTON

The folder button in the Windows Explorer Toolbar enables you to view your files and folders
from two different view points:

. . . Folder button
Windows Default view ~Folder pane view ‘
BT | Foldors bution s
R E6 wew  Faedes Toos bl h‘__,d_.-f""' e parslies] im Comt =3+ 3| 5 smon i roes [T
e = g e (| e [ poders T [T g e — e —
ndmm:l § My Compuber ) :::u t "_',:,'.;J.'.. I hln:::!:a.l{.
g'?'*. Floppy [A) 15 ey o s —_:—-;I-L--'H-lh'--- S AT e ::mﬁ.—:
System Tasks B selocsl DRE(C:) | S e (et b Leaw FinFoti
wwrLoC Dk ([ 5 i""l:hﬁ"" et Pt i Pokier
Bl e rrobam informalion IWDCD-R Do (2] R d = PPk
Y #dd or oo prograns ey i S bt vioe b (-] 1 ), IV D 1] ::m.;:_':mamwa_.-.curu- 17 i .vw:-:nau:-\.
[ chengs asetong 22 Common on ‘Spunomeon-s (1) ; EGD":"_‘:‘;::::T:M El:r-.'::-.;.r:. -j:: :-.:..2
2 Apen on hppiposbia’ [N:) 4= : ga«:;::.:n.-u-:.ll o1 oo et
2% Public on SpuracDLSys (Vi) _"1-:.-. :..:.:w; :.T : _ “: / g h
Other Places B S diehes on echiaposl o’ (1) d_;..ﬁ:. gl e
T "y Pl Pocts e A e
L] My Doouments _i_r\uuu.nil’bs-am-.- e 470 Pl Wosd Do
G con parel oo - Gt D e i
- H’_"’:-:ww_m-si: rwae ot W Pl Mo Do
el g T B dor. a0 Pralt o Do .
e o o BT ST B2 Pl o] i
ol 08 el
This is the Windows XP default view — although By clicking on the folders button, you now have the
the grey boxes on the left will change depending ability to view both the detail view (individual files) on
on where you are in your hierarchy. the right, as well as the “big picture” on the left.
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FOLDER VIEWS

@ My Documents

File Edit “iew Favorites

Tools

Help

@Back - ‘_/l - T

P ! Search

T
i v (@)

You can view your folders and
files in several different formats.
Clicking on the view button next
to Folders offers several choices

Details View

Shows additional
information (size,
type, date, etc.)
Sortable by header
(A-Z or Z-A)

Can add additional
categories (see
Adding Columns)

Filrstrip
= Thumbnails
_  Ties

Icons

Lisk

Y

Mame = Sizel Tvpe | Dake Modified
2004 File Folder 6/27/2006 5:55 PM
2005 File Folder 6/27/2006 5:58 PM
2006 File Folder Gf272006 611 PM
) Paper Calculator File Folder 9/6/2006 3:00 PM
IE_]F\VG_Vs_F\CT_Epranation_M.25.2006.doc Z20KE Microsoft Word Doc,..  4/25/2006 6:11 PM
E_]heneﬁts based on M Cox 2004 data.xls 27 KB Microsoft Excel Wor..,  1/30/2008 2:52 AM
E_]Big Improvement Scenario_claudia, xls 43 KB  Microsoft Excel Wor...  7/26/2006 5:53 PM
izl_]City Seattle 2001-Z006 Paper use hiskory. .. 14 KB Microsoft Excel Wor,..  §/23/2006 3:08 PM
@DPD—D&SDU&.XIS 3LKE Microsoft Excel Wor,,.  7/11/2006 4:21 PM
i @evaluation template.doc 21 KB Microsoft Word Doc,..  3/258/2006 1:46 PM
iE_]JP.D Findings_2003.doc 110KE  Microsoft Word Doc...  4/2/20035 11:27 Al
.,"; IMetro Duplexing Study_Z006.pdf SZ9KE Adobe Acrobat 7.0...  3/27[2006 7:04 PM
Iﬂ_]PaperCuts Env Benefits 2005.B.dac 29KE  Microsoft Word Doc...  3/8/2006 4:51 PM

List View

Shows file names
Mouse rollover
shows file type

‘-Ev

Filrstrip

= Thumbnails
Tiles
Icons

I 2006
__)Paper Caloulator

lﬂ_]AﬂG_vs_ACT_Explanakinn_m 25,2006, doc
B benefits based on M Cox 2004 data.xls

and size m &) Big Improvement Scenario_claudia.xls
Details B4 City Seattle 2001-2006 Paper use history_FromPat.xls
B DPD-063006. xls
;) evaluation template. doc ‘
9 14D Findings_2003.doc
% Metro Duplexing Study_2006.pdf
) paperCuts Env Benefits 2005.8.doc
lcon View . r—J J - - .
| Thumbnais LIRAR  Dorsopred  Petde.. PundsD.. ovdars Rovey
Library Default 1 Tiles
view =t J - - J
Shows Folder Lisk AMCLA Ay T ARL AY Equipment  Award List
Names Details

Mouse rollover
shows folder size
and file name

el

BEA Photos  Bahavior Log

J

BGL

L

-

Bks to Build On  Bldg Codes

=Currenk, ..
Bookineers BooklIt Books Spiral Budget Business
Rearrangem. .. Office Pro...
Dena Gazin 7of 17 12/18/06




Herding Cats: Managing Electronic Documents

Part 1 — Electronic File Management

Tl
Thumbnail View H i@ G
Filmnstrip T omay
Potess and Sackers

Shows image of

graphic or photo ~ Tiles %

Mouse rollover Icons
shows folder size Lisk
and file name Dietails FT T

Wk S Garen SredThancer a0

it ol

e A

¥

i &

B
B

davwiithRecboedFep

WegeCiTet 1)

VarfidinFapar. g ManDankioneWehPe .. paprCainduol13LE..  PaparChiter pg

ADDING COLUMNS

It's easy to add additional columns to the Detail View.

1. Place cursor on grey header bar (the one with name, size, etc.) v Mame
5 H + Size
and right click v Tope 2.
2. Select new header v Date Modified
3 Hlt Enter Date Created
' Attributes
1 . Chaner
Folders: | ot Sim | Typa [ ot cetfinct Author
# 1] Horaon Memuak E | =5 P Fokdar LL[30/2006 1:0TPH Title
& | Hio et rTniral L by Fil ey LI 192005 254 PA Comments
H ZHm | L darsSeheduba Flie Fokder LLY1G)2 006 1110 )
£ Fharvess R | ot sssortare Conpumaa: Fis Feifer L EEEI06 4 43P0 =
B ) Wrage_inchie CaLersordlar, esng Fis Fobdas SHELA06 BIR2 AW Album Title
HiE m-ﬂm“m Proqme: | Olessonflars . Subiectspedfic Fle Foldes LU0 e 11 52 AN Year
1) neharge Celsndar - CEH B NS P akront Hanchaiex Pl P 12 At B2 01 Track Number
) Irdorm etion Te ok S tabinticn Fim Foidar 12 {42008 %3 P Genre
= L3 Irabnehon | il Trevsling Lab Fim Fkder 10113200 B AN —
B 2 frchio | & st nctionHanchook 12660 Mciosolt Word Do, LL(Z0IZ00G +:MFR Lraton
B 5 Curirad Lbrars | B ot plaoes to find conouer BEER Momolt WardDoc., 12642006 49 P Bit Rate
% 12) e Schechie | Bathes places tm find Weorrd Ext. BEER Wcosslt WardDos..,  SENENG LEEI PR Protected
A _' ) LesponP bares, Conpoterikits i hoatouk ko whoald Langua pes i B Shiog 4K e 34 PH Camera Maodel
B 23 LesseP bns Crosing | ErShoencu B A Loy WGtnic... 1FE Shwton SIEE{0E B2l A
® _| L s Subss e :Suurr_TMI* vO e pdcba Aochet T ... 12712008 2e AN Mare. ..
New Column added! (Author)
Folders ¥ || Mame = I Size I Type | Date Modified | Author
[ Horizan Manuals L | eArchive File: Falder 11/30/2008 1:07 PM
[5) Horizon Reports L Central Library File Folder 11/19f2006 Z:54 PM
) HTM |5 Class Schedule File Falder 11/16/2006 11:03 AM
i — (L) LessonPlans, ComputerSkills File: Folder 11/20/2006 4:49 PM
5 image_archive [5) LessonFlans. Creating File Folder S/16/2005 §:52 AM
D Immig;ant and Refuges Pragrams |7 LessonPlans. SubjectSpecific File Folder 11/4/2006 11:52 AM
[C3) In Charge Calendar - CEN & MLS () Patron Handouts File Folder 10/2}2006 6:02 PM
[ Information Technology |5 Statiskics File Folder 12/4/2006 3:43 PM
B £ Instruction () Traveling Lab File Falder 10/19§2006 9:45 AM
(0 Archive lﬂ__’]lnstructionHandbook 126 KB  Microsoft Word Doc,..  11/20§2006 4:34 PM kenyon
[ Central Library l'!—‘_'l_]other places ta find computer. .. 32KE Microsoft \Word Doc.,.  12/6/2005 3:49 PM GRSstaff
) Class Schedule l_—'f_'l_]other places to find Word Exc... 62 KE Microsoft Word Doc,,,  &/3/2006 12:53 PM reichert
(5 LessonFlans. Computerskills {52 Shortcut ko World Languages 1KE Shortcut 10/ 142006 3:44 FM
(=) LessonPlans, Creating [52 Sharkeut ka YA Library inskruc.., 1KE Shortcut 5/25/2006 5:21 AM
-,"_— Survey_Toolkit 90 KB Adobe Acrobat 7.0...  12{21f2005 9:26 AM

[ LessonPlans. Subjectspecific
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Adding Author

The Author header on the previous
page is derived from your application
itself — you don’t need to do anything.

Example:

»
—»

Microsoft®

Microsoft Office xP B

This product is licensed to:

Dena Gazin

54187-751-8469577-17943

Copytight© Micrasaft Corporation 19§3-2001,
All rights reserwed, This program iz protected by US and
international copyright laws az described in Help About.

DIRECTORY AND FOLDER STRUCTURE

Location

Think paper filing cabinet
e Logical and organized

« Top folder should be main subject
 Lower level folders used to sub-divide

the one above
e Little to no duplication

e Organized alphabetically (default)

- Underscore before A

= Easily understood/ deciphered by

others (and yourself if viewed later)
« Length should be no more than two

words — short is good!

Use of Capitalization and abbreviations

* Be consistent
= Don’t use too many acronyms or
abbreviations if shared by others

] 5L Ervironmment
[=1 |2 _Historical Documents
= 15 2003
H D) 2004
= 15 2005
[ Administration
[ Budget
|3 Capital Improvement Projects (CIP)
|3 Environmental Managment
|} Light Impact
=l IC5) Programs
=l IC5) Papercuts
|3 PowerPoint Presentations
I Save Qur Salmon
I Tree Conserwvation
I3 wildlife: Pragramm
= =) Science Policy
I3 Climate Change
[ Endangered Spieces Act

Dena Gazin
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Hierarchy Example

Green Buildings in the Pacific Northwest
() Bellevue Sgquare Remodeling Project

7 Long names
: Important? Subjective, not descriptive

Mew Orleans isn't in the My

Buried folder. "Private” under
“Public” — unnecessary

Long name, parentheses,
incorrect location {not in Seattle)

=) () Really Important Buildings «—"‘fﬁ/
) CITY HALL--PORTLAND ‘____________._4—-—-—— Capitalization + hyphen use
+ | ) New Orleans Public Library ,_________T___‘_-
() PHOTOS :
& ) Private Buikdings :
# 1) Bill & Melinda Gates Foundation
) Metro Bus Barn near Bellevue Square
# | Public Buildings
= ) Seattle
) Burien Town Center (to be builk in 20%} e
) City Hall (Seattle) :

) TOWN CENTER -- BALLARD

Ballard should come first,

hyphens, all caps

Naming Folders
Not So Good

|2 Green Buildings in the Pacific Markhwest

| ") Burien Town Center (ko be builk in 2008)
I CITY HALL--PORTLAND
) City Hall (Seattle)

| Really Impartant Buildings

EXAMPLE

Before
SRS orecn Buildings in the Pacific Morthwest
# ) Bellewue Square Remodeling Project
[l 120 Really Important Buildings
# |2 CITY HALL--PORTLAND
I Mew Orleans Public Library
I2) PHOTOS
= 1) Private Buildings
[ ) Bill & Melinda Gates Faundation
[# 5 Metro Bus Barn near Bellevue Square
# [ Public Buildings
= 1) Seattle
[ Burien Town Center {to be built in 2008)
[ ity Hall (Seatts)
|2 TOWM CEMTER. -- BALLARD

Dena Gazin 10 of 17

Better

I Green Buildings

I Burien Town Cenker

|2 Portland Ciky Hall =l 5 ity Halls
I Seattle City Hall | or I} Portland
) Seattle

No folder needed — move any files in this
folder to other more aptly named ones

After
=R Crecn Buildings

= | Morthwest
= ) Cregon
[+ ) Portland
= ) Washington
# ) Bellevue
| Burien
= ) Seattle
I Ballard Town Cenker
I Seatte Ciky Hall
| Southeast

12/18/06
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Naming Files

Choose a name that is easily
recognizable

Include date created or modified
*Really important!**

A word on spacing

- You can use spaces when naming
files, but the Internet (browsers) doesn’t
like it. I'm partial to the underscore.
Start general and add on specific details
Use consistent modifiers and
capitalization

__Underscore

. Period

- Hyphen

MOVING, RENAMING AND SHORTCUTS

Moving Files
Moving files in Windows Explorer is a snap!

1. Open Windows Explorer
(shortcut WINKEY + E)

B8 1:\CustSer o' WS 357 P ubslic | P ageer Cubs R epor bs B Skatistics

¥ 5ign In Sheet.doc
B CouncilMinutes_082206. doc

B CouncilMinutes_08, 22,06, doc

&4 paperUseReport_OSE_08.15.06.xls

|Doc Name |

‘ Department ‘ ‘ Date |

2. Click on the Folders button to create two panes
(I prefer to select file/folder from right pane and drag

to left, but there are several ways to do it)

8 ' Lask e’ A5 Fublic’ PaperDety) Trssnn

Fle EBER UGow Fawoibes Took  Help

{3 Back - ) -

¥ | oowh

{ e 5 17 5 P e s s Sbicics

File and Folder Tasks £
o
= friskes e Folder i
X Pokh s fader o the o el
e Moty i O6. ok
zrose Horthhy T oughsient 0, ks
Dither Plares 2 Maus e 80T Esplanation 04,95, 2006, doc
i_\henefl:s s ed on M Cox 2004 dats, ok
=) PonerCuts =i Inproreemmert Scensrio_dauda.ss

£ My Doourante
g frhy Computer
N My Nebwcr b Plscss

4 by Smattds 2001 2006 Peper uss history_Fromfat, <
2 0 PD 06 3006. 45

NI enkerbeinmant propozal fug 1.den

B vl ustior berriplabe o

BilFuad Propocal dac

Details 5 Bwp Fodogs_zooa.de

3. Select the file you wish moved (highlight)

4. Drag file to new home (Hold down left mouse
button and move to new location)
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Herding Cats: Managing Electronic Documents
Part 1 — Electronic File Management

Renaming Files

There are several different ways to rename a file in Windows Explorer

1. Right click and select Rename

2. Click once, wait a moment and
click again — the name box is now

editable

3. Keyboard shortcut — F2

Creating Shortcuts

1. InRight pane:
Right click on file
or folder

2. Select Create
Shortcut

3. Shortcut created
at bottom of list

You'll know it's a shortcut if
you are in Detail View as
the word “shortcut” will show

up under Type
Drag to new location

Dena Gazin

Send To »

Cuk
Copy

Create Shortcut
Delete

My

Fropetties

Marne

) GroupiWise

|[ZJHerding Cats - Electronic File Mamt class
|J)images

\JLunch & Learn
|[Z)PowerPaint Presentations
“FFaperCuts_JoannefntonSeminar_03

Highlight file or folder and click on F2

Send To

Cuk
Copy

Delete lg

Rename

Properties
Marne = | Shel Tvpe
] 4gendaln, 31,06, doc 22 KB Microsoft Word Doc,..
iﬂ_ﬂ.ﬁ.genda 5,16, 06,doc 23KB Microsoft Word Doc..,
@Agenda 11.14,06.doc 21 KB Microsoft Word Doc...
lﬂ-ﬂ.ﬂ.genda Steering Comm &,8,06,D0C 69 KB Microsoft Ward Dac,,.
@.ﬂ.genda_ﬂﬁ.ﬂﬂ.ﬂﬁ_\fz.ppt 1,540 KB  Microsoft PowerPoi, .
@Shartcut to Agenda_08.08.06_w2.ppt | 1KE Sharkcut
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Herding Cats: Managing Electronic Documents
Part 1 — Electronic File Management

Dena’s Shortcut

Create shortcut to the shared folder
you use most frequently and place on
desktop

1. Open Windows Explorer

2. Right click on folder you want

to create shortcut

3. Select “Send to Desktop”
Now, when you need to save/find a
file (especially useful from
GroupWise), click on Desktop first,
and now your shortcut

Windows XP Search

Virtually anything you save on your computer can be found. The tricky part is how you search for it.

ACCESSING THE SEARCH SCREEN

From Desktop Open
Ex
< Right click on the Start Menu in the lower
left of your computer’s toolbar - — b
Select Search U Scan for viruses. ..
The next screen you see is Windows
Explorer Search Screen

From Windows Explorer 8 My Documents

File Edit “iew  Favorit

W
Back - ‘_’_J \ jrl):] Sea@l Folders ‘v
Address I.,T_'i My Documents | ME—

-~ ' @ # s Ya (e & * ¢ ) = B
CTRL + F L 1 2 3 4 5 5 7 8 g 0 j 5 !E
| =] |

Click on the Search button
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Herding Cats: Managing Electronic Documents
Part 1 — Electronic File Management

You'll now see one of two different search screens

What do you want to search for?

Pickures, music, or video

Documents {word processing, spreadsheet,
etc.)

&l files and folders

Printers, computers, or people

@) Information in Help and Support Center
‘ou may also wank to..,

Q Search the Internet

Change preferences

E?] Learn more about Search Companion

‘ﬂ Turn off animated character

Al i peat of the i naes!

# || To st yrar snarch, ol b irsiniction in hes bt pene.

Search by any orall of the cribens below, =

W ] o i b e il

Ladk e
[EET =l
et wars it sl ¢ bl

Searching For Files

1. Select search category

For the most part office workers
use Documents or All Files and
Folders

2. Select criteria
e Date
e Document Name

Dena Gazin

¥hat do you want to search for?

Pickures, music, of video

Documents {word processing, spreadshest,

ekc.)
&l files and Folders
Printers, computers, or people

) Information in Help and Support Center

¥aou may also want k...

Q Search the Internet

Change preferences

[}] Learn more about Search Companion

‘j Turn off animated character

Search by any or all of the criteria below.
Last tirne & weas reodified:
' Don't remember
Wk thes Fact wask
™ Past month

7 \ithin the parst yaar

&l or part of the document fame:

Woun may aleo wank bo,..
E' Uze advanced search options

Bock Jlﬁ?’k
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Herding Cats: Managing Electronic Documents
Part 1 — Electronic File Management

3. Advanced Options

Word or phrase in
document

Date modified and All or part of the
document name the same

Word or phrase in document is ~
powerful, but can take a

considerable amount of time. Try

to limit the search with Last date
modified or size.

What size is it?

Easy way to speed up the search
process. If you know the file is very
small or very large, here’'s where
you can

Search by any or all of the criteria below.

Last time it was modified: v
* pon't remember

€ within the last week

" Past month

™ Wyithin the past year

All or part of the document name:

& ward ar phrase in the document:

Look in:
|3 Gagzind on 'Spubome-svriHome' (H:) j

What size is it?

More advanced options

Back | Search I

4
»

What size is it? -

* pon't remember
" Smal {less than 100 KB)
€ Medwm (Jess than 1 ME)
™ Large (more than 1 ME)
" Specify size (in kB)

o More advanced options F

Directory

If you know your file is in a
particular drive letter, you can
select it here to limit your
search. If you don'’t select a
specific drive, Windows will
search all of them.

Dena Gazin

[} My Documents
(=) My Pictures
= My Music
122 My Wideos
Desktop
-j My Computer
% Local Hard Drives (C:;0:)
,ﬂ, 314 Floppy (A1)
“ew Local Disk (22
e Local Disk (D)
i DVD/CD-RW Drive (E:)
o KINGSTOM (F:)

(Gazind on ‘Spuhome-svriHare' (H:)
g Common on "Spucommon-swr' (J:)
g Apps on ‘Appspoal-svt’ (N
h:g Public on ‘Spunwecdl|Sys' ()

% Archive on 'Archivepaal-svr' (Z:)

¥, Gazind on 'Spuhome-svriHome' (H:)

What size is it?

More advanced options

Back. | Search I

v w [

A
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Herding Cats: Managing Electronic Documents
Part 1 — Electronic File Management

Wildcards:

The asterisk (*) acts as a wildcard when searching for files or folders

»  *sticker (returns all files with sticker anywhere in the title). This yields the same search
results as just plain “sticker”

Mame | Ini Falder

Search by any or all of the criteria below. W stickers claudia emal, doc | ICustServ|W53931PubliciPaperCutsiemal
Last time it was modified: » iE_]CDmputer stickers.doc J\CustSeryl w3393 PubliciPaperCuts\Graphics
Al or part of the dacument name: _]EmalI_CllngStlckers_claud|a_05.ZDDG.doc 1\ CustSery w3393 PubliciPaperCuts)Suggestions and Tips
I E—— p._tj stickers.htm 1\ CustSery) w3393 PubliciPaperCuts)Website

,@_I] Ernail_paper cuts stickers_10,2006.doc JCuskSeryl Wa3931PubliciPaperCuts\GraphicsiPaperCuts Logo St
A word or phrase in the document: B stickers claudia email. dac 1HCUskSery WS 39 PUblic\PaperCuksl Suggestions and Tipstemail
I ._\EJ stickers.htm 1\ CustSery w3393 PubliciPaperCuts\ Website\OUTY 060724
Look, in:
||,j PaperCuts j
What size is it? 1 4
More advanced options »

Back | Search I

»  sticker* (this says show all files that start with the word ‘sticker’).

r Mamie | Iri Falder | Tupe I
Search by any or all of the criteria below. l__]g E“Ck!ﬁ chudiz emal doc | FustZerd SR PUb P sperTuts lemed Mozt Word Do, .
— - &) stic kers.Hm IyCastSer WSIE b P eperCubs i sbsis HIMFilz
Lask Ik weshadified: » ] ciickmrs claudia sl do e WS PUb P spenuts|Suggestions and Tpsienal Hicosoft Ward Doc, .
Al or part of the document name: &) stickars,Hm It AR P Paper Dy bl s ks U T B 0724 HIM Fis

I sticker*

A word or phrase in the document:

Look in:

Iz Common on ‘Spucommon-syr' (103 j
What size is it? [ 4
More advanced options »

Back | Search I

b
. *paper*calc* (this returns everything with “paper” or “calc” anywhere in title
. iz ] In Fobder ] Tupes
Search by any or all of the criteria below. i'[_l._E_l:f_Fﬂgﬁo_j_a_bEr_l_.jE_i TCustsaru|W 5 A Pub A PapEnCubsREpats B SatishesiPape...  Wiaosoft Evosl Wior.
Last time it was modified: » —'E:_'|El:lpapetrda.iabor 10.2.05. 5k TCustserulsl s FAFubFaperCutsiRepoits B SatishesiPape..  Wioosoft Evosl Wor. ..
Hpeper calcs 10-4revz.ds TCustSery s AP UL FaperCuts Repots B SatshoaPaper ... Miooscft Excsl W,
i"ﬂ or Daf: DT ihe document name: & Faper Calodsbor Posered BuEn...  1)CustSerul WIS TAPubK Fapertuts Repots B SatisicsiPaper..  HIMFie
paper*calc

A word or phrase in the document:

Look in:
I.,j Paperi_uts j
Yhat size is it?

More advanced options

Back | Search I

»
b
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Herding Cats: Managing Electronic Documents
Part 1 — Electronic File Management

Windows Explorer Recap

» Save files right the first time so you can
find them the next time

- Saves time!

- Confidence in your file
management means less
dependence on paper
“crutches”

- Decreases the likelihood of
multiple copies in multiple
directories under multiple titles

e Improved folder and file naming means
both you and your co-workers can
easily find documents
Strategic use of shortcuts
Anything you put in Windows Explorer
is searchable!
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